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Chief'a Office composed of Chief, Deputy, and Secretaries,

Pive branches, sach agopossd of Chief of Branch, Sudget Qfficers, Budget
Assistants, and Secretaries secrvicing Agency compomants ss follows:

Anelysis Branch No. 1 - DD/P

Analysis Branch No. 2 - ICI.BD/1

Analysis Branch Mo, 3 - DO/S

Special Projects Branch - Proprietery and Subeidy projects
Suppert Branch - Budget Division

Adninistering the budpetary affairs of the Agency. In this connsotion, the
Diviaion aszists other officials in the development of long-range budgetary
programs end plansi renders advice and sasiatance to all organisstional com..
ponents of the Agency in the prepsration of annual budget estimstes; snalymes
and consolidates data recedvsd from other offices snd prepares the annual
budget estimates far the Agency as e whole; participates in the acquisition

of Dunds for the Ageney; administers end controls the funds acquired by the
Agency through a planned budget execution progesm; provides budgetary and
statistical data to be used in Justifying the estimetes; sssists the Compiroller
in representing the Agency befcre the Bureau of the Budget, Comgress, and other
agencies and departments; ard establishas and sapervises the maintenance of
records relating to the budgetary sotivities of the Agency.
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Direction, aupervision, and partiocipation in the development of buipet
estimatos forr all componentis of the Agency, slong with Justifications
in sstiing forth related finsncisl programs fer the entire Agency.

Preparation of material and ettendance of meetings of the Bureau of the
Budget and sppropriation comsittees of Comgress in arder to present and
Justily budge: and personnel position estimates required by the Agency

to fulfill its mission., Supplies detailed oral ¥nd documented informstion
concerning Agency activities as they relate t0 the budget function,
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Reviey of Prologts

Participates in the revisw of projects from a budgetary point of view
priocr to Agency spproval and sllotment or allocation of funds.

Roviews and partloipstes in the development of proposed Instructions,
procedures, and internal publications baving bhudgetary lmplicstions pricr
1o reproduction, with a view to consolidating and eliminating duplicetion
and repetition.

Direction and participetion in the development of sppropriation data,
budgetary reparts, and iaformation, to be disseminated outeide the Budget
Plvision,

2. Provides budgetary interpretation of Agency regulations to Budget
Analysta in the Budget Divisicon and to budgetary and administrative
personnel operating offices, ‘

b, Shares in the preparation and editing of regulations, notices and

procedures, relating to the exercise of budgetary controls in the
ig‘my‘

Supervision

Provides superviaion and guidance for Buiget Officera and Budget
Assistants a8 well ss clerieal personnel assigned to the Budget Divisiom,

Meintaing lieieon with verious offiofals of the Agency and with dudget
representatives of other Govermment agencies such as the Office of the
Seeretayy of Defense; State, Army, and Navy Departments; and the Buresu
of the Budget,

Arranges with officials of other Govermment agencies for the spscial
procedures and aecurity requirements governing the acquisition and
control of funds necessary for the oparations of the Agency.

—_s
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1.

Advises and asalsts components in the preparation of budget astimates
and Justifieations., 4lso reviews, and where necesssry, revises the
estimates and Jjustificstions that sre recelved from the components. In
this connection the btranches work with {a) budget and finance officers,
(b} edmintetrative officers, and (c) highsr offiecials of the offices,
gtaffz or divisions under its supervision in reviewing objectives of
programa and projects puch as sise, scope, durstion, and effect of one
casponent's budget om another component’s plans, The {nformatiocn is
usally secured by meena of {a) discussiona with sppropriste officials
and gb) by review of work measurement studies made by the Nanagement
Stalf,

Ze
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%eekly activity reparis on hudgetary aspects of aseigned avreas and programs
are sent by each branch to the Deputy Chief, Budget Divisgion, whe then
prepares a weakly sumesry sctivity report for the Cosptroller.

3.

Participation in budget hoarings held by the Ageney and by Examiners of
the Bureau of ths Budget,

¥ollows progrees of programs and projects sasigned to the ares, coutrols
the allotment of funde based on pest operating experience and expeniitures
and takes action to have budget revised when reguired by operating
activities,

5.

Confluct of budgetery studies end investigations for the collectiom,
correlation, ccempilation and presentation of statistical and other dats

t¢ establish ard adjust sllotments of funds, and to bulld up speropriation
egtimate seterisl for incorparaiion in the Agency taviget.

o,
U

A "Sesary Obligation B " on wnvouchered funds is received from com-
ponente monihly showing (o) Cryptonym or Acoount Title, {b) Allotment/Coat
Symbol, {c) Cwmlstive cbligations by Runds and Property, and (d) Approval
or Funded Amourdt. This data is uwsed for informationa) purposes, particularly
in connection with reschedulinga of fynde,
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7.

Anglyese and vreview financisl implications of proposed changes or consolids-~
tiong in work programs,

3,

Prepare sdvices of allotmsnt suthorising inoreasea, decresses, and adjust-
ments, in the zllotment of funds,

9. BXYWE
Budgetary surveyas of Offices or Divisions,
10. Stendards

Develops standards for measuring the progress of programs and ihe status
of work accomplislments and analywes cost reports of assigned programs.

il. lagislation

Reviews and reccmmends to the Chiefl of the Budget Pivision on proposed
legisiation which would have budgetary implications on the programs of the
area of assigmsent,

Formulates and recommaends to the Chief of the Budget Division long range
aend ifmmediate policies, plans and procedures spplicable to the dudgetary
end fisosl asctivities of the assigned area.

13.

Conduotes continning stulics of sasigned programe 40 ascertain nseda and
compliance with budgetary plens and policies and with those of Sursau of
the Budget, General Accounting Office, and Treasury Depariment.

L

Ewiaws overcbligation of allotments and in this connection contacts Budget
and Pinance Officers and administrative personnel in the componenta to
deternine reason foar overcbligation,

15, Qvartime

Assiats and advises the Suwpport Branch in preparing reports on ratios of
ovartime of a division to sll overtime In the Ageney.

o% doo
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the issuance and control of wllocetions and allotments,

A "Sumary Obligetion RBeport* is prepared monthly which shows (a} the per.
centage of ellotmenta to allocations, {b) the percentage of obligations to
allocations, and {c) the percentage of obligations to allotments. This
dats is used in eomnoction with the issusnce of allotments,

This btranch reviews and apulyses the DD/P Cperationsl Program before 1ts
review by the Project Review Committee in April esch year.

This branch reviews the proposed Table of Organizesions for fimanciel im-
plieations on the current budgel year. A review iz also made of
fmplications of perscrmel ceilings om the Table of Organiraticos,

A specisl "Eyes Oaly” report on DD/P Projecte is prepared in detall for
use in budget presentation. The Office, Projoct Name, Project Desaription,
and amounts, for thres separate years are shown.

24

A memoranthum record of mroject suthorization is maintained so thet euthority
will be readily svallable,

Verkine Funds with Other Sowerpgent Agenciee

This branch acis as the lisison foer finencial errangements affecting oom-
ponepts end other Govermment agencies with sme exceptions. The actual
agreementa with other Govermment agencies sre negotiated by the componenta
sand the other Qovermment agency. However, a Budget Officer frum this
wanch partleipates in the negotiations, After the negotistions are held
and the approved smount is determined for the support mrogrem, the Buldget
Officer advises the other Govermsent agency as to the approved mmount,
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The branch meinteing for emch inter-agency agreament a form showing (a)
month, (b} approved amount, {o) expenditures by month, (d) cumlative
expanditures, and (e} unexpended balance, This deta ie maintained so thet
the branch will have a record at all times of the statuws of Inter.agency
agreonsnts.

In thia cormection, the btranch receives from Flscal Division quarterly a
taohedule of Qutstanding Advences to Other U, 5. Qovernment Agencies.”
Data on thie schedule ie compared to data on the form maintained by the
branch, and if sny disorepancies exist, ocontact is made with the opersiing
division o th: Agency comocerned,

In eddition, reporiz are received from the other Goverrment agencies en-
titled *Statue of ¥Working Fund Allotmwonis.® From these reporis the Budgut
Officer posts oxpenditures made by these agencies to the form maintained
by the tranch, These reparts ure then tranamitted to the CIA sponsoring
office for certification of services recelved.

Station Code
Propared and maintained by this branch.

Thia xanch esaiste in the preparation of ithe somwl Compirollerts Call
for Zetinates.

Propares all roports and conduects negotistions with other U, 3. (overmment
sgencies in oommection with construction of the new Agenmey bullding. Among
m&fcrt!amh:ilﬁlmmmdmwh Repawrt on
Budget Status" snd 3tanderd Form Ho 132 “ipportionment and Respporiicment
Schedule ~ Obligetion Basis.” Mw form, Standerd Yorm 133, on a1l other

Agency opsrations, is prepared Ly Finance Divisiom,

Advises and sasists ares officlals, in the development and paeparsiion of
rojected finuncisl statements, and related supporting schedules, including

Approved For Release 1999/09/01 : CIA- RDP78 0{)551A00.0200 60003-6 .
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classif iecations of operations Into adgeted progrems, and other special
data required Iz the consideration and approval of proprietury and subeidy
mojest budgets,

Tranglates the businegs.type budget deta, to the extent mecegsary, into
appropriation<tiype date for consolidstion within the genersl Ageancy budget,

Seporis
Repowris on the budgetary aspectis of propriciary and subsidy projects.

Performs functions Nos. 2, 3, 4, 5, 7, 10, 11, 12, 13, 14, as stated under
Anglyals Branches Ho. 1, Mo, 2, and No. 3 - Genaral,

Aeviews monthly financial reports of projectz that ave subject to complete
budpetary control. 7This review iz made to determine whether monmey 1s spent
in scoordance with the toital budget of the project and ig within budget
Timitations,

Regueats for advances to certain projecte flow through this branch foar
branch appeoval. Theee advances are initieted by the Case Officer, then
fiow through the Budget and Pinance Officer, then to the Central Cover
Pivision, then to the Specisl Projects Branch of the Budget Divisiom,
and then to Operations snd Liaison Brench of the Finance Division.

Regponsible foar the plsming, coordination, and preparation of all over.
1) analysis required in the preparation and exeeution of the ower.ill
Agency Budget, Advises and assiels budget offisers in the Budget Division
and in the operating offices concerning budget stetiastles snd ecconsolideted
agtimntes,

The Operating Budget and Preliminary Botimetes are initislly received by
a secretary in the Chlefts Office on or sbout the widdle of June each yesr
and are logged in & reeord maintained by calendar date so that wetusl date
of receipt of these Zstimates can be determined, The Estimetes are then
given to the Suppart Branch and sre recorded on a control sheet which is
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An originel axd three coples of the Opereting Pudget snd Prelliainary
gstinetes are received from compoments, The dete is arranged by component
in a consolideted budget document and the following distribution is medes

1 copy to eithsr Amalysis Branch No, 1, No. 2, or No. 2
1 copy to Chief, Buwiget Diviasien

1 copy to Comptroller

1 cory reteined by Support Branoh

The Support Braach also prepares various workpaper spreadshects summarizing
data shown on the Estimates (after review by the Analysie Branches) and
wonds tham to the Chief, Budget Diviaion, (From these spreadsheets the
Chief*s Office prepares a formal typed submission for the Director.)

A formal submission antitled “Organisetfomsl Charts and Funetionsl Stetew
mente® ia prepared cach year for the Bureau of the Pudget. Thie document
includes for all Offices, Steffs, and Divielons individusl funetional
statements and organisaiional oheria, The Support Branch on ar about

10 Auvgust ench year semds to Anslysis Branches Ho. 1, Bo. 2, and ¥, 3 &
copy of that ssotion of this dooument that is appiiomble to components
supervised by the particular Branch., Yhese detail sections are returned
Lo the Support Brench on or about 15 August, snd then a finsl presentation
is prepared by the Branch for the Hureau of the Bodget,

After budgetary decisioms have been made by components &s to control figures
for both money and mmber of personmnel, the Chief, Budget Division, reviews
them and then advises the Support Branch as 1o thoge comtrol figw e
WWMhemmmmlfmaegam&h contained in
"0ffice Estimates” received from Analysis Branches o, 1, ¥o. 2, and Bo, 3.

4lso, the ssme system as described under *Opereting Budget and Preliminary
Estimates® ls used in aceounting for all "Office Estimates.” an

originel and tlree copies of ™Office Zstimates” are received in the
Support Branch and the following distribution is made:

Original - Retained in Suppoart Branch as backup material for
Agency Ratimmtes

Firgt co - Part to Chief's Office and Part used in Support Branch

Jdecond co- To Budget Analyst in Analysis Branches No. 1, Ro. 2,
Ko. 3

Third cc - Retained by Support Branch &s a reference oDy

In this coonestion the firat copy of the "Office Estimsties® that is -

for final revier prior 10 typing by the Support Branch for inelusion in the
“Agency Xatimptes® conslehs of the following three "Office Estimate” formay

Approved For Release 1999/09167CIA-RDP78-05551A000200060003-6
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{s) Porm 6308 - Office Estimates - Nerrative Justification
Statement

{b} Porm 630 - Office Estimstes - Budget activity Statement

(¢) Form 1036 . Office Zstimates - Position and Average Employ-
ment Statement

A "Control Shest - Preparatiom of Budget® {Pink) is attached to all material
sent to the spwropriate Analysis Brench and to the Chiefts Office for
review or approval. A white SControl Sheet - Preparation of Buiget” is
atteched to all "Office Estimate® data that is circulated within the Support
Branch, After the Chief's (ffice has aspproved the materfsl sent to him the
data is typed by ihe Jppart Branch on sheets that will become a part of
the "Agency Esiimatea,”

From the various "0ffice Estimate® farms, the Support Branch praparss the
following summaries which become a part of the "Agency Estimates":

Smmary of Obligetions by Cblect Class - All Funds by Office

Sapgaary of Obligations by Objeot Class - A1l Punds - Qeographic Area
by ffice

Sumnary of Obligetions by Object Class - Vouchersd Funds - Geographie
Area by (ffice

Sumnery of Qbligetlons by Object Class - Unvouchered Funds - Gaographic
Area by (ifice

Summery of Persommel Requirements - All Funds by Office

Eiuéfmzyﬂi‘!’ermlamirms ~ A1l Funda . Geopraphic ivea by

ice

Sunmary i‘f Peruornel Requirements - Vouchared Funds - Geogrephic Avee
by Office

Sumary of Perdomnel Requiremonis - Uovouchered Punds - Geographic irea
by Office

Progrem by Activities

Obligations by Oblects

Comparative Sumery of Budget Requirements by Off'ice

Sumery of Positions end Obligetions

Supplemental Schedules

The Support Bronch receives the basic date for this document from Anslysis
Branches No. 1, No. 2, and No. 3 and then prepares the final Congressionsl
Budget Document. However, the Support Branch alse prepares mumMeroud
sunmary schedules,

The Support Branch meintaina & £ile entitled "Allowances for Fiscel Years
1958 and 1959.% Aetuslly, this f1le reprecents a *"Control of Agenay Funds
Record.” The record shows totel funds aveilable for allocation im the form
of appropriations realimed, plus reimbursements, plus releases from the
feserve for Contingenclies and also shows actual alloeations issued against
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these allowancas, The record is reconcilable to data appearing on

Standard Form No. 132, "Apporticmment and Resppordionment Schedule -
Obligation Basgie” which form is prepured in the Support Brench.

A veoord is muintalned by the Support Branch titled “Controel of Allotment
Funds.® A comirol sheet titled "Allotment advice Rumber Control Sheet®
iz used io recard all allotments issued by sdvice mmber, This reccad
shows alloten’ accomt, advice number, property authorisetion, wvouchered
funds, unwouchered funds, and & tota)l of al) funds covered by the
allotment sdvices: The total allotmentis monay figure is used in the
“doalysis of (IA Financiel Plan® o determine the "Mallotied Allocstion?”
sod "Snallotted Approprlation® totals,

dections wve also meinteined in the record by crganisatiomal component,
wherein are maintained for sech component the *Quarterly Distribution of
Allotments - {Vouchered)® and the *{uarterly Distribution of Allotments -
{Swouchersd ). Also a seciion is maintained by srea {Director of Centrsl
intelligence {DCI1), Deputy Director {Plans) (DD/P), Deputy Director (Support)
{m/g; wherein Form 1261 Quarterly Distribution of Properiy Authorizetions
are loocated,

The Barsau of the Budget Ciroular No, A-34 requircs thet & Report on Budget
Status - Obligation Basis, Standard Form 1313,be submitted ai ths closs of
vach culendar seonth,

The repart for the Agency is mrepared by the Financial ainelysis Staff, Office
of the Comptroller, and is forwarded each month to the Chief, Budget
Divisicn, for his fwether tranasmittal to the Bureau of the Budget. This
roport reflects (a) amounts evailable, (b) status of smouwnts availsble, end
{c) etatug of funds received.

From thias report the Suppori Branch peeperes on & monthly basis an interral
repori for the use of the Chief, Budget Division, entitled "Anelysis of
CIA Financial Plen.® *This report shows:

ia} s¥ailable Appropristion 8) nallotted Allocation

b} #llocation (£} Obligetiions

{c) tmallocsied Balance of g) Unobligated Balance of
Appropriation Alotmenta

{(d) illotment {h) Unobligated Appropristion

A copy of all “Advice of Allocatian” Forms 1047 are filed in this record
by organisstioral component., :
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The record also includes a worksheet control over allocations which showsy

Date

Allocation Number

Components (Drector's Office, Plans Oroup, Intelligence
Group, Support Group, Deputy Pirector (cordination)

Camyistive toial

APDCP T AmanY anc be BEDGE Lacmaony, gonoaule (Stangard fors 132
These schedules are prepared by the Support Branch for the Bureau of the

Budget, in sseordance with Buresu of the Budget Clirculer Bo, A-34. The
schedules are used in requesting from the Buresu apyportionments and

reapportionments. The form shows (a) emounts avaeilable for epportiomsen:.
and (b) apportionments end reserves,

id,

These farmc are recelved from crganizationsl components and are reviewed
initially by Analysis Brenches No. 1, No. 2, and Ko. 3. They are aleo
routed through the Special Projects Branch when projects are involved in
which the Branch is interested. These foxms are then sent to the Suppart
dranch end become the basis for issuance of the "advice of Allotment snd
Proparty €lthdrswel Authorization® Porm No. 716,

saguagt fox Amonded Allotment. Proverts Erthdraws)l Mithorigation and/or

Govart Transnoptation of Thines Auther

This form, when received fram components, goes to Analysis Branches No. 1,
No. 2, and No, 3 and is also sent to the Specisl Projects Branch when
certain projests are involved in which the Brenmch may be interested.

Form 790 is prepared after the close of the fisesl youar and ig filed
alphabetically by the Original Project Cryptonym. At the close of cach
Lliecel yeer a posting is made for each project showing fiscal year,
cryplonym, number, approval date, approvel emount, and source of apperoval.
The amount allotted and cbligated 1z alac shown for each fiscal year,
These forma are only used far DD/P Projects. The spproval data comes
from the Project Review Commities Aotion o the ODperating Budgst. These
Artions are f1led in Analysis Branch Mo, 1,

Form 342, "Project Status Comtrol™ 1s used by the Support Brench to
racord the various authorizations applicable to a project under DD/P.
This record provides a ready reference for such information. The form
210 has columns for oblipatioms and unoblizated balence of sllotments,
These columns ame not being used inasmeh as the information is avellable
from the "Status of Allotments” run received frem Finance esch mouth,
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This form is maintsined ip accumulate by quarter data for the igenoy as

o mmber of wmployees, howrs of paid overtime, howrs of holiday time,

howrs of caspensatory time, howra of anmuel leave, howrs of slek loeve.
Data for this over-sll record is obtained from an I8 run received from

the Machine Records Division each month, Esch quarter the Support Branch
sends a letter to cach Office, Staff, end Divielon reflscting the
componants' recard for the quarter s 1o such data and drawing compariscas
to the Agenoy over-gll averages so that sach comporent will be able to

teke any action that may be required in order to reduce, among other things,
bouwrs of pald overtime, This data alsc is referred to by anslysts in
Analyels Branches No. 1, No. 2, and Eo., 3. 25X1A1d

The Support Branch also maintains statisiies relating 4o persomnel aeilings,
cogt of overtime by component, tables of organisation by compopent and a
historieal file of ell buiget subedasions and related documents..

In connection with the stetisties of cost of overtime by component, the
Support Branch receives an IBM run on 01 Personsl Services hy sub-object
class from Machine Records Divieion each pay period. Componeunts telephoie
the Support Branch to obtain thie type of information..
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